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INTERNAL MEMO

TO: Library Board of Trustees
FROM: Jeannie Dilger, Executive Director
DATE: May 13, 2019

SUBJECT: Health Insurance Changes

Trustees,

Our 2019 employee engagement survey highlighted pay and benefits as one of the main areas of
dissatisfaction for staff. Comparisons have shown us that both are definitely lower than the market.

We receive new health insurance rates from our broker (GCG) roughly 60 days before our July 1
renewal. I'm pleased to report that medical insurance is only going up 2.24%, which is really low in
the current health insurance market. Dental insurance is going up 1%, while vision and life insurance
rates are staying the same.

Working with GCG, we were able to make some changes to our policies that will allow staff greater
flexibility without impacting our costs. For instance, our current policies require participation in
medical insurance to enroll in the vision plan, and mandate that those taking medical also take dental.
By removing those requirements, we provide employees more flexibility and choice.

We would also like to add partial coverage of dental and vision insurance for employees. We propose
covering 85% of employee-only premiums for dental and vision (mirroring our current coverage for
medical premiums). We also propose covering 100% of employee-only life insurance, to be more in
line with other public sector employers. The fiscal impact of these changes is detailed in the chart on
the next page.

Note that in previous budgets, we budgeted for the full amount of premiums, even though employees
actually pay a portion. We've corrected that this year. So while our actual expenditures may go up,
the overall health insurance budget line (10-5313) will decrease 5%. In order to give employees the
opportunity to make changes during open enrollment, we need board approval of these changes at the

May board meeting.
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Health Insurance 2019-2020.xIsx

SUMMARY

]

< COVERAGE COSTS

o TOTAL HEALTH

2 LIBRARY EMPLOYEE LIBRARY EMPLOYEE INSURANCE

O |MEDICAL [85% EE ONLY 15% EE, 100% FAMILY $275,808 $91,487 $367,295

E  |DENTAL  |0% 100% $0 $17,192 $17,192

W |VISION 0% 100% $0 $2,022 $2,022

x |LIFE/AD&D [85% EE ONLY 85% EE, FAMILY N/A $2,731 $482 $3,212

O |TOTALS $278,538  $111,183 $389,721

w

O

= COVERAGE COSTS

u TOTAL HEALTH

S LIBRARY EMPLOYEE LIBRARY EMPLOYEE INSURANCE

o |MEDICAL [85% EE ONLY 15% EE, 100% FAMILY $275,808 $91,487 $367,295

7 |DENTAL  [85% EE ONLY 15% EE, 100% FAMILY $13,085 $3,248 $16,332

O |viSION 85% EE ONLY 15% EE, 100% FAMILY $1,531 $390 $1,921

O |LIFE/AD&D |100% EE ONLY 0% EE, FAMILY N/A $3,212 $0 $3,212

o |TOTALS $293,636 $95,125 $388,761
CHANGE $15,097 ($16,058) ($961)




PALATINE PUBLIC
.- LIBRARY

o & I

o
e, "t DISTRICT
A

—_—

INTERNAL MEMO

TO: Library Board of Trustees
FROM: Jeannie Dilger, Executive Director
DATE: May 8, 2019

SUBJECT: FY 2019-2020 Budget

Trustees,

Over the past few weeks, the Finance Committee reviewed next year’s budget. | will attach their
recommended budget with some explanations below.

INCOME

I Property Tax Income

In Cook County, we receive property tax distributions twice a year, in March and July. With voter
approval of the referendum, we will be able to levy a larger percentage in November 2019. That
increase will be received in 2020: 55% in March 2020 (FY 2019-20) and 45% in July 2020 (FY 2020-
21). Thus, in the fiscal year of July 2019-June 2020, we will receive a 55% portion of the referendum
increase. We anticipate a 15.8% increase in property tax income this year.

I Other Fees and Income

Interest income (10-4100) is on the rise. We've received nearly 3 times the budgeted
amount in the current fiscal year. To be conservative, we are estimating $40,000 in interest next
year, although we may well receive even more.

To make it easier for patrons to use the Library, we plan to implement automatic renewals. This
service will help patrons minimize fines by automatically renewing items before they become
overdue. We anticipate this could reduce Fines income (10-4201) by roughly half.

We are anticipating another fully-funded Illinois State Library Per Capita Grant this year, in the
amount of $111,229. (10-4231)

I Income Summary

Overall income is anticipated to increase by 24%. The Corporate Fund will increase 19%.
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With a new strategic plan in place, we strove to tie budget increases and decreases to the strategic
initiatives, to ensure that we are directing taxpayer dollars where residents want them to go.

o

1 Experience: We strive to ensure that individuals have exceptional interactions with the library
and are connected with resources and services that increase their quality of life. We exceed
expectations.

1.1: The library has comfortable, flexible spaces that encourage use and connection.

Some of our furniture is nearing the end of its life. Lounge seating is worn and stained. DVD and
picture book shelving is dated and not conducive to browsing. As we make repairs and replacements,
we will work with our architects to ensure new purchases will coordinate well with any upcoming
remodel plans. We anticipate spending $40,000 in Furniture (line 10-5205).

1.2: The library'’s collection is vibrant and convenient to access.

Our materials budget changes reflect feedback we’ve heard from the community. We are planning to
add some new databases (Kanopy streaming video and Creative Bug crafting database, e.g.). We
will increase our Pop Picks new books and add Pop Picks movies in our lobby area. We've
renamed some of these expense lines to more accurately reflect purchasing and reporting to the state,
S0 we now have separate accounts for nonprint materials, databases, and electronic materials.

To increase our patrons’ access to materials, the Library Board has directed management to
pursue joining library consortium to share materials across multiple libraries. On an annual basis,
software costs will be lower, because they are shared with many libraries. There are some costs to
migrate our data, most of which will occur in fiscal year 2019-20. However, RAILS offers grants to
libraries to help with migration to a consortium. Migration costs are estimated at $87,000 (added to
10-5656 Integrated Library System), and the grant is estimated to cover $44,265 (reflected in 10-4233
Other Grants).

1.3: The library is committed to quality patron interactions.

New products to improve the patron experience that are planned for this year include a scan
station for document scanning and easier faxing, as well as credit card stations for patrons to pay by
credit card. Costs are included in 10-5653 Technology Support.
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@ 2 Engagement: We work continuously with the community to increase our reach and expand our
U

\\ "

impact. We are a valued community partner.

2.1: The community has high awareness of library services and programs.

As we work to increase awareness of our many services and programs, we’ll be doing more marketing.
We will also be partnering with local organizations on events and sponsorships. The Community
Information line (10-5816) will increase 20%.

2.2: The library interacts with its diverse community to discover and respond to current needs of all groups.

The Library does a community survey every four years. Our last one was completed in 2016, so it's
time to update the results. This time, we will be gathering information from community groups and
individuals to assess our services to various populations and constituent groups. The consulting line
(10-5663) reflects an increase to accommodate a community survey in 2020.

2.3: The library creates and deepens meaningful partnerships with local organizations and businesses.

To continue local partnerships, funds are set aside in 10-5815 Membership for membership and
event participation in Hoffman Estates and Palatine chambers of commerce. We also plan to join at
least one service organization this year.

/i? 3 Endurance: We strive for sustainability in our practices, human and financial resources, and
facilities. We are a resilient organization.

3.1: The library is a trusted steward of resources.

Residents have indicated they really appreciate recent information about our finances and usage.
New transparency software OpenGov will allow us to post financial and usage data on our
website, with an easy interface for patrons to access and retrieve data. OpenGov is used by some area
counties, municipalities, and park districts; we would be one of the first libraries to implement it.

The fiscal year 2018-18 replacement of an aging electric boiler with a more efficient gas boiler is really
starting to have an impact. While we had predicted electricity to go down and gas usage to go up this
year, in reality, electricity has gone down but gas usage has also gone down. We anticipate a 40%
decrease over last year’s budgeted amount (10-5421).

We've also worked hard to save costs on supplies (10-5700), which are predicted to decrease by
15%.
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3.2: The library is a preferred employer that values staff development and retention.

Our 2019 employee engagement survey highlighted pay and benefits as one of the main areas of
dissatisfaction for staff. Comparisons have shown us that both are definitely lower than the market.
Further, new minimum wage increases over the next five years mean that we’ll need to make
adjustments to keep up.

The salary budget line (10-5310) will increase by only 1%. This includes a 3% market adjustment
on January 1 to address minimum wage and keep up with the market, and a 3% merit increase for
employees in July. Retirement of some long-term employees and the rearrangement of some
positions internally have allowed us to make these adjustments while still only increasing the overall
salary budget by 1%.

Working with our health insurance broker, we’ve been able to add partial coverage of dental and
vision insurance for employees while keeping costs down. Note that in previous budgets, we
budgeted for the full amount of premiums, even though employees actually pay a portion. We’ve
corrected that this year. So while our actual expenditures may go up, the overall health insurance
budget line (10-5313) will decrease 5%.

In total, salaries and benefits make up 56% of our overall corporate fund expenditures.
Public library averages run around 60-70% on salaries and benefits.

3.3: The library’s systems and facilities are resilient, modern, and efficient.

In our ongoing efforts to keep costs low and service high, we issued an RFP for IT managed services.
We were able to negotiate a significantly lower price for regular maintenance. We predict costs for
LAN Management (10-5655) will decrease 32%.

Replacements of computers and our phone system will be substantially complete at the end of the
current fiscal year, so we anticipate a 24% decrease in the Computers/Technology line (10-
5207). The new phone system is a leased system, which costs less overall and provides for regular
replacements. We've created a new contract line for leased telephones.

We also want to ensure that we maintain the aging Main Library building. The Building and
Maintenance Fund (XX-5500) shows an 8% increase to accommodate normal wear and tear on the
building. The Special Reserve fund (XX-5210) projects planned for this year include:

e Tuck-pointing

e Replacement of 15 heat pumps

e Repair or replacement of a roof-top air handler
e Garage painting and signage for improved safety
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Expenses Summary

Corporate fund expenses are anticipated to increase by 6%. Building and Maintenance fund expenses
are predicted to increase 8%, and special reserve fund expenses may go up by as much as 88% as we
begin to address the needs of the aging building. Overall, expenses are expected to increase
16%.

TRANSFER TO SPECIAL RESERVE FUND

The Financial Management Plan (FMP) recommends a transfer of $600,000 to the
special reserve fund at the end of the fiscal year.

ADDITIONAL FUNDS

The Financial Policy (section 5-4) states that Board seeks to retain a balance in the operating funds of
an amount needed to cover expenses for a period of six months. In each of the smaller funds (Audit,
Building & Maintenance, IMRF, Social Security, Tort Immunity, and Unemployment), you can see we
have made note of the current fund balance at the top and the anticipated fund balance at the end of
the fiscal year at the bottom. Those notes are merely to help you confirm that we are retaining 6-
months of expenses in the fund balances.

The figures in the attached budget worksheets are our best estimate at this time. They will be posted
for community review and feedback after the May board meeting, in preparation for adoption of the

working budget at the June Board meeting. If you have any questions at all, please don’t hesitate to

reach out to me.

Sincerely,
Jeannce Dilgen

Jeannie Dilger
Executive Director
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Palatine Public Library District
Working Budget

FUND BALANCE as of 3/31
Income

4000 - Tax Levies

4001 - Tax Levies - TIF
4010 - Replacement Tax
4100 - Interest Income

4200 - Other Fees and Income
4201 - Fines
4203 - Lost/Replacement Fees
4204 - Book Recovery Service
4210 - Copier Income
4211 - Printing Income
4212 - Vending Machines
4222 - Meeting Room Fees
4223 - Interlibrary Loan Fees
4224 - Non-Resident Fees
4231 - Per Capita Grant
4232 - Gifts/Donations
4233 - Other Grants
4241 - Misc-General
4257 - Used Materials Income
4261 - Sale of Equipment
Total 4200 - Other Fees and Income

Total Income

Expense

5100 - Materials
5101 - Print Materials
5102 - Continuations
5104 - Databases
5105 - Nonprint Materials
5106 - Electronic Materials
Total 5100 - Materials

5200 - Capital Expenditures

5205 - Furniture

5207 - Computers/Technology
Total 5200 - Capital Expenditures

5300 - Payroll Expenses
5310 - Gross Salaries
5313 - Health & Life Insurance
5328 - Misc. Fringe Benefits
Total 5300 - Payroll Expenses

5400 - Utilities
5421 - Gas
5422 - Electricity
5423 - Water
Total 5400 - Utilities

Corporate

DRAFT 5/13/2019

Working Budget

Working Budget

2019-2020 2018-2019 % Change
$ 5,193,089.95

6,581,259 5,514,376 19%
20,000 0 0%
12,716 10,000 27%
40,000 29,600 35%
48,069 92,000 -48%
15,774 14,000 13%
14,688 13,000 13%
8,954 9,000 -1%
17,122 16,000 7%
1,989 2,000 -1%
10,547 8,000 32%
201 250 -20%
12,557 10,000 26%
111,229 111,229 0%
35,022 20,000 75%
44,265 0 N/A
767 500 53%
7,083 6,000 18%
1,929 2,000 -4%
330,196 303,979 9%
6,984,171 5,857,955 19%
405,000 340,000 19%
0 41,000 -100%
221,350 233,000 -5%
212,505 341,405 -38%
172,000 0 N/A
1,010,855 955,405 6%
40,000 20,000 100%
192,871 252,375 -24%
232,871 272,375 -15%
3,390,561 3,359,419 1%
293,636 308,432 -5%
7,413 7,006 6%
3,691,610 3,674,857 0%
30,000 50,000 -40%
220,000 220,000 0%
14,615 20,000 -27%
264,615 290,000 “9%

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.



Palatine Public Library District
Working Budget

5600 - Contracts
5651 - Copier Costs
5653 - Technology Support
5654 - Postage Machine
5655 - LAN Management
5656 - Integrated Library System
5657 - Internet Service*
5658 - Bibliographic Support
5659 - Book Recovery Service
5660 - Accounting/Payroll
5661 - Leases (Office Park)
5663 - Consultants
5666 - Leases (Branches)
Telephone Lease (NEW LINE)
Total 5600 - Contracts

5700 - Supplies

5771 - Office & Kitchen Supplies/HR Supplies

5772 - Art & Printing Supplies
5773 - Copier & Printer Supplies
5774 - Library Services Supplies
5776 - Program Supplies

Total 5700 - Supplies

5800 - Operating - Other
5801 - Library Insurance Package

5810 - Interlibrary Loan/Recip Borrowing

5811 - Telephone
5812 - Postage

5813 - Cultural/Educational Programs

5814 - Inservice & Training
5815 - Memberships

5816 - Community Information
5817 - Legal

5819 - Want Ads/Legal Notices
5820 - Gifts/Donations

5823 - POC Shared Administrative Costs

5826 - Other Grant Expenditures
Total 5800 - Operating - Other

5900 - Auxiliary
5913 - Newsletter/Communication
5914 - Volunteer Programs

Total 5900 - Auxiliary

TXFR To Special Reserve Fund

Total Expense
Net Income

ANTICIPATED FUND BALANCE END OF FY

Corporate

DRAFT 5/13/2019

Working Budget

Working Budget

2019-2020 2018-2019 % Change
29,463 28,000 5%
72,152 44,019 64%

1,891 1,891 0%
55,920 82,400 -32%
167,470 83,600 100%
25,556 26,000 -2%
2,650 2,553 4%
5,338 5,000 7%
19,013 17,400 9%
2,770 4,000 -31%
47,500 33,513 42%
37,080 38,000 -2%
18,000 0 N/A
484,802 366,375 32%
1,500 1,000 50%
11,000 11,000 0%
4,750 10,000 -53%
37,000 45,000 -18%
15,300 14,500 6%
69,550 81,500 -15%
0 2,530 -100%
3,839 4,500 -15%
4,254 13,500 -68%
3,927 1,800 118%
44,000 37,100 19%
30,216 25,799 17%
10,793 8,911 21%
12,000 10,000 20%
6,325 8,270 -24%
1,387 3,000 -54%
10,000 20,000 -50%
10,000 10,000 0%
0 0 N/A
136,740 145,410 -6%
62,000 68,082 -9%
3,000 3,500 -14%
65,000 71,582 -9%
600,000 350,000 71%
6,556,043 6,207,504 6%
428,128 -349,549
5,621,218

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.



Corporate
Income and Expense

FY2019-2020 Income & Expenses
Corporate

Prepared by Jeannie Dilger
Executive Director

printed 5/13/2019



Palatine Public Library District
Working Budget

FUND BALANCE as of 3/31
Income
4000 - Tax Levies
4001 - Tax Levies - TIF

4010 - Replacement Tax
Total Income

Expense
5600 - Contracts
5662 - Audit Fund Expenses
Total 5600 - Contracts

Total Expense

Net Income

Contribution from Fund Balance

ANTICIPATED FUND BALANCE END OF FY

DRAFT 5/13/2019

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.

Working Working FY2017-18 Actual Receipts/
Budget 2019- Budget 2018- Receipts and Expenses as of
2020 2019 % Change Expenses March 31, 2019

$11,888.52
6,299.65 8,703.00 -28% 6396.64 11079.72
0.00 0.00 0% 0.00 0.00
0.00 0.00 0% 0.00 0.00
6,299.65 8,703.00 -28% 6396.64 11079.72
5,200.00 6,500.00 -20% 6200.00 6500.00
5,200.00 6,500.00 -20% 6200.00 6500.00
5,200.00 6,500.00 -20% 6200.00 6500.00
1,099.65 2,203.00 -50% 196.64 4579.72

0.00 0.00
$ 12,988.17



Palatine Public Library District BLDG & MAINT DRAFT 5/13/2019
Working Budget

Actual
FY2017-18 Receipts/
Working Budget Working Budget Receipts and Expenses as of
2019-20 2018-2019 % Change Expenses March 31, 2019
FUND BALANCE as of 3/31 $ 227,462.93
Ordinary Income/Expense
Income
4000 - Tax Levies 225,363.36 222,410.00 1% 223,607.30 220,138.48
4001 - TIF 0.00 0.00 0% 0.00 0.00
4010 - Replacement Tax 0.00 0.00 0% 0.00 0.00
Total Income 225,363.36 222,410.00 1% 223,607.30 220,138.48
Expense
5500 - Maintenance
5531 - Cleaning Service 97,200.00 81,000.00 20% 87,059.59 55,576.46
5532 - Equipment Repair 500.00 1,000.00 -50% 485.69 1,177.44
5533 - Trash 3,295.00 3,295.44 0% 3,715.48 1,715.02
5534 - Landscaping and Lawn Service 12,636.00 14,000.00 -10% 10,957.40 7,492.00
5535 - Fire and Security 12,000.00 13,000.00 -8% 5,051.36 11,359.90
5536 - Elevator 8,000.00 10,000.00 -20% 12,483.46 7,346.00
5537 - Building Maintenance 27,500.00 35,000.00 -21% 28,226.19 15,229.36
5538 - Snow Removal 10,000.00 9,000.00 11% 10,467.25 13,411.00
5539 - HVAC 55,000.00 38,500.00 43% 41,950.12 43,172.72
5540 - Parking Areas 10,000.00 10,000.00 0% 9,835.19 1,793.48
5541 - Van Maintenance 500.00 500.00 0% 72.95 44.95
5544 . Roof Maintenance 4,500.00 4,500.00 0% 3,796.00 2,326.24
5545 - Van Fuel 1,300.00 1,000.00 30% 3,796.00 861.44
5775 - Maintenance Supplies 35,000.00 35,000.00 0% 33,463.95 26,613.88
Total Expense 277,431.00 255,795.44 8% 251,360.63 188,119.89
Net Income (52,067.64) (33,385.44) (27,753.33) 32,018.59
Contribution From Fund Balance 0.00
ANTICIPATED FUND BALANCE END OF FY $ 175,395.29

*Anticipated Fund Balance 6/30/2019 assumes no expenses 4/1/2018-6/30/2018.



Palatine Public Library District
Working Budget

FUND BALANCE as of 3/31
Income
4000 - Tax Levies
4001 - Tax Levies - TIF
4010 - Replacement Tax

7000 - Transfers
Total Income

Expense
5300 - Payroll Expenses
5311 - IMRF Fund Expense
Total 5300 - Payroll Expenses

Net Income

Contribution From Fund Balance

ANTICIPATED FUND BALANCE END OF FY

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.

213,283.75

IMRF DRAFT 5/13/2019
Actual
Receipts/
FY2017-18 Expenses as
Working Budget Working Budget Receipts and of March 31,
2019-2020 2018-2019 % Change Expenses 2019
$285,347.54
316,257.30 338,450.00 -7% 333,504.02 335,177.02
0.00 0.00 0% 0.00 0.00
0.00 45,000.00 -100% 46,650.30 25,380.45
0.00 0.00 0% 0.00 0.00
316,257.30 383,450.00 -18% 380,154.32 360,557.47
388,321.09 378,992.40 2% 384,473.86 278,973.44
388,321.09 378,992.40 2% 384,473.86 278,973.44
-72,063.79 4,457.60 -4,319.54 81,584.03
0.00 0.00



Palatine Public Library District
Working Budget

FUND BALANCE as of 3/31
Income
4000 - Tax Levies
4001 - Tax Levies - TIF

4010 - Replacement Tax
Total Income

Expense
5300 - Payroll Expenses
5312 - Social Security Fund Exp
Total 5300 - Payroll Expenses

Net Income

Contribution From Fund Balance

ANTICIPATED FUND BALANCE END OF FY

SOCIAL SECURITY

DRAFT 5/13/2019

Actual
Receipts/

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.

Working Working FY2017-18 Expenses as
Budget 2019- Budget 2018- Receipts and of March 31,
2020 2019 % Change Expenses 2019
$186,830.57
229,799.86 265,925.00 -14% 250,520.81 264,124.50
0.00 0.00 0% 0.00 0.00
0.00 0.00 0% 0.00 0.00
229,799.86 265,925.00 -14% 250,520.81 264,124.50
259,377.93 255,797.75 1% 230,513.41 176,365.40
259,377.93 255,797.75 1% 230,513.41 176,365.40
(29,578.07) 10,127.25 20,007.40 87,759.10
0.00 0.00
157,252.50



Palatine Public Library District
Working Budget

FUND BALANCE as of 3/31
Income
4000 - Tax Levies
4001 - Tax Levies - TIF

4010 - Replacement Tax
Total Income

Expense
5801 - Library Insurance Package
5802 - Public Liability Ins Fund Exp
Total Expense

Net Income

Contribution From Fund Balance

ANTICIPATED FUND BALANCE END OF FY

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.

TORT IMMUNITY

DRAFT 5/13/2019

Actual
Working Working FY2017-18 Receipts/

Budget 2019- Budget 2018- Receipts and Expenses as of
2020 2019 % Change Expenses March 31, 2019

$ 78,878.77
37,561.96 38,680.00 -3% 38,076.77 36,760.59
0.00 0.00 #DIV/0! 0.00 0.00
0.00 0.00 #DIV/0! 0.00 0.00
37,561.96 38,680.00 -3% 38,076.77 36,760.59
2,717 0.00 0.00
68,954.27 62,685.70 10% 56,985.61 59,476.06
71,671.27 62,685.70 14% 56,985.61 59,476.06
(34,109.31) (24,005.70) 42% (18,908.84) (22,715.47)

$ 44,769.46



Palatine Public Library District UNEMPLOYMENT DRAFT 5/13/2019
Working Budget

Actual
Working Working FY2017-18 Receipts/
Budget 2019- Budget 2018- Receipts and Expenses as of
2020 2019 % Change Expenses March 31, 2019
FUND BALANCE as of 3/31 $ 48,527.01
Income
4000 - Tax Levies 483.50 500.00 -3% 0.00 1,000.00
Total Income 483.50 500.00 -3% 0.00 1,000.00
Expense
5330 - Unemployment Fund Expense 500.00 445.60 12% 194.39 445.60
Total Expense 500.00 445.60 12% 194.39 445.60
Net Income (16.50) 54.40 (194.39) 554.40
Contribution From Fund Balance 0.00 0.00 0.00
ANTICIPATED FUND BALANCE END OF FY $ 48,510.51

*Anticipated Fund Balance End of FY assumes no expenses 4/1-6/30 in current year.



SPECIAL RESERVE

Palatine Public Library District DRAFT 5/13/2019

Working Budget

Actual
Receipts/
Working FY2017-18 Expenses as
Working Budget Budget 2018- Receipts and of March 31,
2019-2020 2019 % Change Expenses 2019
FUND BALANCE as of 3/31 $ 1,134,903.60
Other Income/Expense
Other Income
7000 - Transfer from General Fund 600,000.00 350,000.00 71% 0.00 350,000.00
Total Other Income 600,000.00 350,000.00 71% 0.00 350,000.00
Ordinary Income/Expense
Expense
5200 - Capital Expenditures
5208 - Roof 0.00 0% 0.00 0.00
5209 - Capital Acquisition-Spec Reser 0.00 0% 312,570.80 0.00
5210 - Building
5210.10 Concrete, Masonry & Paving 100,000.00 228,191.00 -56% 0.00 0.00
5210.20 Elevators 0.00 0.00 0% 0.00 0.00
5210.30 Doors & Windows 8,419.00 8,419.00 0% 0.00 6,768.00
5210.40 Electrical 277,546.00 0.00 0% 0.00 0.00
5210.50 Finishes 94,949.00 71,947.00 32% 0.00 0.00
5210.60 Fire Protection & Security 0.00 0.00 0% 0.00 0.00
5210.70 HVAC 209,782.00 88,450.00 137% 44,985.10 120,277.00
5210.80 Plumbing 0.00 0.00 0% 0.00 0.00
5210.90 Misc 55,269.00 0.00 0% 0.00 0.00
Total 5200 - Capital Expenditures 745,965.00 397,007.00 88% 357,555.90 127,045.00
Net Income (145,965.00) (47,007.00) (357,555.90) 222,955.00

ANTICIPATED FUND BALANCE END OF FY

*Anticipated Fund Balance 6/30/2019 assumes no expenses 4/1/2018-6/30/2018.

$

988,938.60



Palatine Public Library District
Working Budget

Total Tax Levy Receipts
Total Receipts All Funds
Total Expenses

Surplus (Deficit)

Summary - All Funds

DRAFT 5/13/2019

Working Working
Budget 2019- Budget 2018- Change From  Percent
2020 2019 Earlier Budget Change
7,397,024.81 6,388,544.00 1,008,480.81 15.8%
8,399,936.39 6,777,622.75 1,622,313.64 23.9%
8,304,509.22 7,167,725.99 1,136,783.23 15.9%
95,427.18 (390,103.24) 485,530.42 -124.5%
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TO: Library Board of Trustees
FROM: Jeannie Dilger, Executive Director
DATE: May 1, 2019

SUBJECT: Days Closed FY 2019-2020

Trustees,

May is the month when we adopt our schedule of closed dates for the upcoming fiscal year. In
accordance with Policy 3-2 Holidays, I would like to propose the following closing schedule for 2019-
2020.

Proposed Schedule of Closings for FY 2019-2020:

Thursday, July 4 - Independence Day

Sunday, September 1 - Observance of Labor Day
Monday, September 2 - Labor Day

Friday, September 27 - Staff Development Day
Thursday, November 21 - Thanksgiving Day

Tuesday, December 24 - Christmas Eve

Wednesday, December 25 - Christmas Day

Tuesday, December 31- New Year’s Eve* Closing at ipm
Wednesday, January 1 - New Year’s Day

Friday, February 21 — Staff Development 9am-1pm, Library open 2-6pm
Sunday, April 12 - Easter

Sunday, May 24 - Observance of Memorial Day
Monday, May 25 - Memorial Day

* The Main Library is typically open 9:00am to 1:00pm on December 31 when the holiday falls
Monday-Saturday.

Sincerely,

Executive Director

Main Library 700 N. North Court * Palatine, IL 60067 « t: 847.358.5881 « f:847.358.5998



9—Human Resources

| 9--1 Employment

All employees are hired for an indefinite and unspecified duration.
Aceerdinghy,-employment is by mutual consent of the employee and the

Palatine Public Library District (hereafter referred to as the Library) and can
be terminated at will by the employee or the Library with or without notice,
with or without cause.

This policy is not a contract and should not be construed as a contract.
Nothing in this policy is intended to be an offer of employment or continued
employment. Any of the policies and procedures contained herein can be
changed by the library at any time, with or without prior notice. (Adopted 11-
13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—2 Equal Employment Opportunity

The Library_provides equal employment opportunities without regard to sex,
race, color, ancestry, national origin, citizenship status, religion, age,
disability, marital status, sexual orientation, gender identity, pregnancy,
military or veteran status, genetic information, order of protection status, or
any other characteristic that is protected under applicable law. This policy
applies to every aspect of employment including, but not limited to:
recruitment, employment, promotion, transfer, training, compensation,
benefits, reduction in force, and termination. (Adopted 11-13-96; Last Revised
3-14-18, Effective 4-1-18)

| 9—3 Non-Exempt Employees

Non-exempt employees include all heurh-employees who are classified by
the Library as covered by the overtime provisions of the federal Fair Labor
Standards Act and any applicable state laws. Employees in this category are
entitled to overtime pay for work in excess of 40 hours in a work week.
(Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—4 Exempt Employees

This category includes all salaried-employees who are classified by the
Library as exempt from the overtime provisions, including overtime pay, of the
federal Fair Labor Standards Act and any appllcable state laws. Sueh

empleyees—(Adopted 11- 13 96; Last Rewsed 3 14-18, Effectlve 4-1-18)
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| 9—5 Full-Time Employees

Employees regularly scheduled to work 37.5 hours or more per week will be

‘ considered full-time employees and be entitled to heliday,-sickleave;
vaeation;various time off and insurance benefits_as specified below. (Adopted
11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9--6 Part-Time Benefited Employees

Employees regularly scheduled to work at least 20 hours but less than 37.5
hours per week will be entitled to heliday-sickleaveand-vacationvarious
time off benefits on a pro-ratedprorated basis as specified below. Part-time
employees scheduled to work at least 30 hours per week are entitled to
insurance benefits. (Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-
18)

| 9—7 Part-Time Non-Benefited Employees

Employees regularly scheduled to work less-fewer than 20 hours per week
will not receive holiday, sick leave, or vacation benefits. Part-time employees
who are not eligible for paid vacation may take unpaid vacation at the yearly
rate that corresponds to the length of vacation time given to part-time,
vacation eligible employees in the same job grade and the corresponding
years of service.

(Adopted 11-13-96; Reapproved 2-10-16)

| 9—8 Working Hours

The Library work week begins at 12:00 midnight on Sunday and runs through
11:59 p.m. on the following Saturday.

The standard work week for full-time employees is 37.5 hours, excluding meal
breaks-ferall-employees. The work schedule for both full-time and part-time
personnel may include weekend and evening hours as the Library requires.

An employee scheduled to work at least 7.5% continuous hours must take a
minimum thirty{303--minute unpaid meal break. This meal break must be
taken no later than five {5)-hours after beginning work (820 ILCS 140/3). The
meal break is not optional and must be taken except in case of an
emergency.
beueempensated—ter—that—ﬂme—Managers may grant employees Worklng Iess
than 7.5% hours permission to take a thirty{30)--minute unpaid meal break.
All employees are permitted one 15 minute rest break which-that cannot be
combined with a meal break and cannot be taken at the end of the work shift.
Meal and rest breaks may not be taken in the final hour of an employee’s
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shift. The time allotted for meal and rest breaks includes the time to leave and
return to one's work station.

All employees, except those exempt by the Fair Labor Standards Act, will be
paid time and a half for work over 40 hours per week. All paid overtime {ever
40-heurs-perwork-week)}-must be approved in advance by the employee's
Mmanager. unless-tisIn an emergency situation, andovertime must be
authorized by the Person {in Charge (PIC).

Telecommuting allows employees to work their assigned hours in another

location in order to balance family and work life and to work in the most
productive manner and environment for the benefit of the Library and the
employee. Prior approval from the Executive Director is required. A
telecommuting agreement may be given on a temporary or permanent basis
and will be reviewed routinely.

Eligibility for a telecommuting agreement is based primarily on the
responsibilities and autonomy of the actual job. Full- or part-time employees
in good standing, with positive employee evaluations on file, may be
considered. Some jobs more readily accommodate a telecommuting
agreement, while others do not. Positions that might generally lend
themselves to this situation (1) utilize discretionary authority and independent
action; and (2) maintain a low percentage of time spent performing routine,
manual or clerical work; and (3) do not require use of fixed library assets,

equipment or material that cannot leave the premises. (Adopted 11-13-96;
Last Revised 3-14-18, Effective 4-1-18)

| 9—9 Attendance

Attendance and punctuality are important to the efficient operation of the
Library. Regular and predictable attendance is an essential function of every
position at the Library. Absenteeism and tardiness are disruptive and make it
difficult for the Library to function properly.

Each employee is responsible for being present at the correct time each day.
On occasion, employees may have reason to be absent from work. On these
| occasions, they are required to directly notify their Ssupervisor prior to the
start of their scheduled shift. The voice mail system is in operation 24 hours
| per day. Employees should know their Ssupervisor's extension and leave a
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| message if they are unable to speak with atheir Ssupervisor. Employees are
to follow additional departmental procedures as established. Human
Resources may request a medical doctor's statement certifying that an illness
or injury is the reason for the absence or to authorize a return to work.

| An employee who is absent for two {2}-consecutive scheduled work days
without prior or concurrent notice; contact; or approval from his or her

| Ssupervisor, Mmanager, or Human Resources will be considered to have
voluntarily terminated employment based on job abandonment. (Adopted 11-
13-96; Last Revised 2-10-16, Effective 3-1-16)

| 9—10 Emergency Closings

On occasion the Library may close due to inclement weather conditions or
other conditions such as loss of power, flooding, etc. Managers may approve
a revised schedule for employees. Employees who are scheduled to work
when the Library is closed for an emergency will be paid for the hours they

| were scheduled_during the closing. If an employee has already requested
paid time off (personal, vacation, or sick) or unpaid time off for any part of the
closed period, that paid or unpaid time will be used. Employees who are not
scheduled to work during the closed period will not receive additional pay. In
the event an employee is required to work to respond to emergencies when
the library is closed, the employee will be paid for a minimum of one hour at

| one-and-a-hall.5 times their normal hourly rate.

In the event the Library is open and an employee cannot get to work due to
weather, the employee may choose to take a personal or vacation day, make
up the time, or take a day of unpaid leave. Any time to be made up must be

| approved in advance by the employee’s Mmanager, must be completed in the
same pay period of the occurrence, and may not qualify for overtime
pay. (Adopted March 14, 2018, Effective April 1, 2018)

| 9—11 Recruitment and Hiring

The Executive Director is responsible for the final selection, appointment,
supervision, and dismissal of all library staff. The selection of staff members is
based on their meeting the qualifications of the job as outlined in the job
descriptions, including but not limited to education, experience, and technical
qualifications. The Library reserves the right to waive the educational
requirements for a position when it judges the candidate to be qualified based
on additional experience or qualifications. Fhere-will-be-no-diserimination-on

section already covered in 9-2.
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An ongoing recruitment program will provide for the highest quality personnel
in accordance with the needs of the Library. Current employees are
encouraged to apply for open positions for which they are qualified. Open
positions are posted.

An employee who resigns from the Library within the prior 12 months and is
rehired by the Library retains credit for all years of consecutive service at the
Library for purposes of vacation accrual. An employee who changes benefited
status during a 12-month period retains all years of consecutive service at the
Library for purposes of vacation accrual. (Adopted 11-13-96; Last Revised 3-
14-18, Effective 4-1-18)

| 9—12 Immigration Compliance

The Library seeks to comply with the requirements of federal immigration law.
The Library retains a properly completed Form I-9 for all employees. (Adopted
12-14-05; Last Revised 3-14-18, Effective 4-1-18)

| 9—13 Criminal Background Investigation

All new hires; 18 years of age or older; must sign a release for a criminal
background investigation to be completed by the lllinois State Police.

The Library maintains all releases on file for at least two {2}-years. Whenever
a request for information is made to the lllinois Department of State Police,
the Library provides the individual named with a copy of the response
furnished by the Department. The individual will then have seven {Z-days to
notify the Library if any information contained in the response is inaccurate or
incomplete. Based on the response from the State Police, further
investigation may take place to determine continued employment. Any
information obtained from such investigation is maintained on a confidential
basis. (Adopted 4-9-97; Last Revised 3-14-18, Effective 4-1-18)

| 9—14 Employment of Family Members

It is a goal of the Library to minimize action and employment decisions based on
factors other than the efficient functioning of the Library and the highest quality of
service to the public. The employment of relatives of current employees may
cause conflicts with perceived favoritism, influence employment decisions, or
create an appearance of impropriety.

Family members of employees are eligible for employment provided they are
qualified for the job. However, relatives of current employees may be hired only
if they will not be working directly for or supervising a relative in the same line of
authority within the organization. This applies to any relative, higher or lower in
the organization, who has the authority to review employment decisions about
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the relative. No relatives of the Executive Director, Assistant Director, or Human

Family members for this policy includes employee’s parent, spouse, child,
brother, sister, grandparent, grandchild, mother-/father--in-law, daughter-/son
-in-law, domestic partner, or member of the household for whose care the
employee is financially responsible.

Family Mmembers of current Beard-Trustees and-of-the-ManagementFeam
are not eligible to be hired. ManagementFeam-includes-the-Executive

Director,-Assistant Directors, Managers,-and-Assistant Managers.-(Adopted
11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—15 Personnel Records

A personnel file is maintained for each employee. Among other items, this file
includes information regarding pay, performance, disciplinary action, and
commendations. It is considered an official record.

Employees have a right to review their own files in the presence of the

| Executive Director, eran-Assistant Director, or Human Resources Manager.
Such requests for review must be made in writing. (Adopted 11-13-96; Last
Revised 3-14-18, Effective 4-1-18)

| 9—16 Resources Provided For Staff Use

To maintain a productive and comfortable work environment, the Library
provides resources including but not limited to: desks, work stations, file
drawers, computers, software, phones, and lockers for many employees.
Although these resources are provided for staff use they are the sole property
of the Library. Such-resources-are-availlable for staffto-use ONLY-during
seheduled-work-hours-Staff is not required to access Library resources on
unpaid time. The Library has no expectation that non-exempt staff must use
their personal electronic devices for Library business.

Accordingly, the Library reserves the right to inspect all Library-provided
resources listed in the preceding paragraph and the contents thereof. Such

| inspections may occur before, during, and-or after the close of the day and
without prior notice to the employee.

Employees are encouraged not to leave any valuable items in the workplace.

The Library cannot assume any liability for loss, theft, or damage to any item
| left in a desk, in a locker, at a work station, or in any other area of the iLibrary.
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Library walkie-talkies, phones, and computers are provided primarily for
Library purposes. All personal telecommunication should be held to a

minimum and should not be made at publlc desks. +n—the—even{—|{—|s—neeessar-y

Qiﬂeeaas—semnras—pes&ble#enewmg%ean—mdopted 11- 13 96 Last
Revised 2-10-16, Effective 3-1-16)

| 9-17 Dress Standards

Employees are to adhere to the Dress Code guidelines pested-en-the-lntranet
underHuman-Reseureesprovided to employees. (Adopted 11-13-96; Last
Revised 2-10-16, Effective 3-1-16)

| 9—18 Staff Lounge

The Library maintains a staff lounge for the comfort and convenience of its
employees during breaks and meal periods. Persons not employed by the
Library are permitted to use the lounge only if accompanied by a staff
member. (Adopted 11-13-96; Reapproved 2-10-16)

| 9—19 Standards of Conduct

Whenever people are required to work together for any purpose, certain
guidelines are necessary to govern personal conduct. The Library believes
that a safe environment is necessary for employees to be successful and
productive. Conduct that disrupts beth-an employee’s ability to positively
contribute to the organization on a day-to-day basis ard-or the organization’s
ability to efficiently run its operations will not be tolerated. These guidelines
are a necessary part of operating the Library and ensure that employees can
work safely, effectively, and professionally in their jobs.

All employees are expected to conduct themselves appropriately at all times.

| A Mmanager or Person Hin Charge has the authority to send an employee
home with or without pay for violation of a policy or guideline. The following is

| a list of conduct whieh-that is specifically prohibited and may lead to
disciplinary action up to and including termination. This list is intended to
provide examples only, and is not intended to be all-inclusive. The Library
reserves the right to discipline or discharge employees for acts or omissions
not appearing on the list.

1. Harassing, intimidating, abusing, coercing, or threatening any other
employee or patron.

2. Unreasonable behavior or communication that demeans, insults, or
humiliates people either as individuals or as a group.

Policy 9 — Page 7



3. Frequent or excessive tardiness or absence from work, or failure to report
absences.

4. Insubordination, including improper conduct toward a person of authority,
or failure or refusal to perform tasks as assigned in the appropriate
manner.

5. Non-compliance with or disregard of Library safety and security
procedures.

6. Unsatisfactory performance.

7. Conduct that substantially interferes with work and/or prevents work from
being accomplished.

8. Falsifying, omitting, or withholding necessary information, including
information on an employment application.

| 9. Improper behavior andfor unethical conduct.
10. Altering or falsifying time-keeping records.

11. Tampering with, theft of, or unauthorized removal of property frem
belonging to the Library, fellow employees, or anyone on Library property.

12.Bringing dangerous or unauthorized items such as firearms, explosives,
weapons, or other similar items on Library property.

13.Intentionally intruding on a person’s privacy by spying or stalking.

14.Release of confidential information about the Library, its patrons, or
another employee.

15.Damage to Library property or disruption of Library services.
16. Failure to comply with or enforce library policy.
(Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)
| 9—20 Progressive Discipline
It is important that all employees perform to the best of their abilities at all
times. There will be occasions, however, when employees perform at an

unsatisfactory level, violate a policy, or behave in a manner that is
inappropriate. As previously noted, employment may be terminated at will by
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the employee or the employer at any time with or without cause and without
following any system of discipline or warning. Nevertheless, the Library may
choose to exercise its discretion to utilize forms of discipline that are less
severe than termination. Examples of such less severe forms of discipline

| include coaching, verbal warnings, written warnings, probation, and
suspension.

Although one or more of these steps may be taken in connection with a
particular employee, no formal order or system is necessary. The-employee
may—of-courseresighatany-time-An employee may be discharged at any
time without regard to any progressive steps if they commit an offense for
which immediate discharge is warranted or if, in the Library’s judgment, the
employee's continued presence would be contrary to the well-being of the

Library or its employees.Fhe-employermay-also-terminate-the-employment
relationship-without following-any particular series-of steps.

Terminations will be handled by the Executive Director or by the Executive
Director's designee. (Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-
18)

| 9—21 Formal Complaint Procedure

The Library is committed to maintaining an open and fair method of resolving
employee concerns and answering questions. Employees are encouraged to
address issues as they arise with the support of their manager or Human
Resources. The Library recognizes that there may be need for a formal
process by which employees may raise complaints and concerns related to
their employment. To this end, the Fhe-Library makes available a formal
complaint procedure for all current Library employees.

Any employee may utilize-use this procedure without fear of reprisal or
repercussions from any Library employee or Trustee for doing so. Retaliation
by any employee or Trustee will not be tolerated. Any form of retaliation
against an employee who files a formal complaint or participates in an
investigation is strictly prohibited by the lllinois Human Rights Act, the lllinois
State Officials and Employees Act, the lllinois Whistleblower Act, Title VII of

| the Civil Rights Act of 1964, and Library Pelieypolicy. Any employee or
Trustee who retaliates against another for exercising his or her rights under
this policy shall be subject to discipline, up to and including termination or
censure.

A current employee may file a formal complaint regarding his or her work
situation when the employee believes an inequity must be addressed. Only a
current employee can file a formal complaint and no person may file a formal
complaint on anyone else’s behalf.
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An employee desiring to initiate the formal complaint procedure should do so

| within ter{10)-calendardays-ofa reasonable amount of time after the

precipitating event.

Step 1: The employee should discuss the formal complaint with his or her
Mmanager. The manager may ask the employee to put the complaint in
writing. The employee should give the supervisor a reasonable amount of time to
review the concern and respond to the employee. If the employee is not

satisfied that the formal complaint is resolved-within-ten-{10)——calendar-daysof
sueh-diseussion, the employee has-ten{10)more-calendar-daystomay
proceed to Step 2.

Step 2: The employee sheuld-may discuss-thesubmit a written formal
complaint with-to the Assistant Director or Human Resources_Manager. The
employee should again give a reasonable amount of time to review the concern
and respond to the employee. If the employee is not satisfied that the formal

complaint is resolved-within-ten{10)-calendar-days-of such-diseussion, the
employee has-ten{10)-mere-calendar-daystomay proceed to Step 3.

Step 3: The employee may discuss the formal complaint with the Executive
Director. The employee should notify the manager that he-ershethey desires
such a meeting. The Executive Director may request that the manager may
be present at this meeting. If the employee’s Mmanager will not attend the
meeting, another Mmanager or Assistant Director may also be present. The
Executive Director will give the employee a written response to the formal

| complaint within ten {£6)}-calendar days of the meeting.

Step 4: If the employee feels that the formal complaint is still not resolved

after following Steps 1 through 3, the employee may make a written appeal to

the Board of Library Trustees. The Board will consider the formal complaint at
| the next scheduled Board Mmeeting.

| The Board will issue a written response to the employee within ten {16}
calendar days of the meeting at which the formal complaint is discussed. The
Board’s decision will be final.

The employee's written formal complaint, along with all responses thereto, will
be filed in the personnel file of the employee's-persennelfile who submitted
the complaint. (Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—22 Policy Against Discrimination and Harassment

The Library is committed to maintaining a work environment that is free of
discrimination and harassment. In keeping with this commitment, the Library
will not tolerate discrimination against or harassment of or by Library
employees, by or to anyone, including any supervisor, co-worker, Trustee,
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vendor, patron, contractor, or other regular visitor of the Library by any
means, including via electronic communication. Violation of this policy shall
be considered grounds for disciplinary action up to and including termination
or censure.

Discrimination

Discrimination consists of employment actions taken against an individual
based on a characteristic protected by law, such as sex, race, color, ancestry,
national origin, citizenship status, religion, age, disability, marital status,
sexual orientation, gender identity, pregnancy, military or veteran status,
genetic information, order of protection status, or any other category
protected by applicable law. In other words, discrimination occurs when an
individual is treated differently or unequally because the individual is a
member of a protected group.

Harassment

Harassment consists of unwelcome conduct, whether verbal, physical, or
visual, that is based upon a person’s protected status such as sex, race,
color, ancestry, national origin, citizenship status, religion, age, disability,
marital status, sexual orientation, gender identity, pregnancy, military or
veteran status, genetic information, order of protection status, or any other
category protected by applicable law. The Library will not tolerate harassing
conduct that affects tangible job benefits; interferes unreasonably with an
individual’'s work performance; or creates an intimidating, hostile, or offensive
working environment.

The conduct forbidden by this policy specifically includes, but is not limited to:
(a) epithets, slurs, negative stereotypes, or intimidating acts that are based on
a person’s protected status; and (b) written or graphic material circulated
within-or posted within the workplace that shows hostility toward a person
because of his or her protected status.

Sexual Harassment
Sexual harassment consists of unwelcome sexual advances, requests for
sexual favors, or other verbal or physical conduct of a sexual nature when

made to or by an employee where:

1. Submission to such conduct is made either explicitly or implicitly a term
or condition of a person’s employment;

2. Submission to or refusal to engage in such conduct is used as the
basis for any employment decisions affecting such individual; or
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3. Such conduct has the purpose or effect of substantially interfering with
an individual's work performance or creating an intimidating, hostile, or
offensive working environment.

Sexual harassment, as defined above, may include, but is not limited to:

1. Uninvited sex-oriented verbal “kidding” or demeaning sexual
innuendoes, leers, gestures, teasing, sexually explicit or obscene
jokes, remarks or questions of a sexual nature;

2. Graphic or suggestive comments about an individual’s dress or body;
3. Displaying sexually explicit objects, photographs, writings, or drawings;

4. Unwelcome touching, such as patting, pinching, or constant brushing
against another’s body;

5. Suggesting or demanding sexual involvement of another employee,
whether or not such suggestion or demand is accompanied by implicit
or explicit threats concerning one’s employment status or similar
personal concerns; or

6. Textual/Electronic: “sexting” (electronically sending messages with
sexual content, including pictures and video), the use of sexually
explicit language, harassment, cyber stalking, and threats via all forms
of electronic communication (email, text/picture/video messages,
intranet/online posting, blogs, instant messages, and social network
websites like Facebook and Twitter).

Even if two or more employees are engaging in consensual conduct, such
conduct could constitute harassment of or discrimination against another
employee who witnesses or overhears the conduct.

Investigation Procedure

All Library employees are responsible to help ensure that harassment and
discrimination do not occur and are not tolerated. An employee who believes
that he-ershethey has-have been subjected to sexual or other types of
harassment or discrimination, or who has witnessed harassment or
discrimination, should immediately submit a complaint to his or her
supervisor, any other manager or supervisor, or the Human Resources
Department. If a manager or supervisor receives a complaint of harassment
or discrimination directly from an employee, or becomes aware of such
conduct, the complaint or conduct shall be immediately reported to the
Human Resources Department.
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The Human Resources Department shall promptly investigate all complaints
and make all reasonable efforts to resolve the matter informally. These efforts
may include, but are not limited to, convening conferences with the
complainant and/or the accused harasser/discriminator to discuss the
complaint and the results of the investigation. If the complainant or the
accused is not satisfied with the disposition of the investigation, he-er-shethey
may submit in writing an appeal to the Executive Director or their designee,
who will review the investigation report and make a final decision. At the
Executive Director’s option, they or their designee may conduct further
investigation, if necessary.

The right to confidentiality, both of the complainant and of the accused, will be
respected consistent with Library’s legal obligations and with the necessity to
investigate allegations of misconduct and to take corrective action when
misconduct has occurred.

A substantiated complaint against an employee or Trustee will subject the
employee or Trustee to disciplinary action, up to and including termination or
censure. If an investigation results in a finding that the complainant falsely
accused another of harassment or discrimination knowingly or in a malicious
manner, the complainant will be subject to appropriate discipline, up to and
including termination or censure.

Retaliation Prohibited

Reporting harassment or discrimination or participating in an investigation will
not reflect adversely upon an individual’s status or affect future employment.
Any form of retaliation against an employee who reports harassment or
discrimination or participates in an investigation is strictly prohibited by the
lllinois Human Rights Act, the lllinois State Officials and Employees Act, the
lllinois Whistleblower Act, Title VII of the Civil Rights Act of 1964, and Library
policy. Any employee or Trustee who retaliates against another for exercising
his or her rights under this policy shall be subject to discipline, up to and
including termination or censure.

Resolution Outside the Library

The purpose of this policy is to establish prompt, thorough, and effective
procedures for responding to every complaint and incident so that problems
can be identified and remedied internally. However, an employee has the
right to contact the Illinois Department of Human Rights (IDHR) or the Equal
Employment Opportunity Commission (EEOC) about filing a formal complaint.
An IDHR complaint must be filed within 180 days of the alleged incident(s)
unless it is a continuing offense. A complaint with the EEOC must be filed
within 300 days.
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Contact Information:

lllinois Department of Human Rights (IDHR)
Chicago: 312-814-6200 or 800-662-3942; TTY: 866-740-3953

lllinois Human Rights Commission (IHRC)

Chic

ago: 312-814-6269; TT¥D: 312-814-4760

United States Equal Employment Opportunity Commission (EEOC)
Chicago: 800-669-4000; TTY: 800-669-6820869-8001

(Adopted 11-13-96; Last Revised 3-14-18; Effective 4-1-18)

| 9—23 Substance Abuse Policy

The Library; adopts the following Ppolicy:

1.

The unlawful manufacture, distribution, dispensing, possession, or
use of alcohol, illicit drugs, or controlled substances by any
employee is prohibited on the premises and in the mobile units of
the Library. Reporting to work under the influence of any of the
above substances, including without limitation medical marijuana,
to the extent that the employee's ability to perform job duties safely
and satisfactorily is adversely affected, is likewise prohibited.

Any violation of the above prohibition will result in disciplinary action
against the employee up to and including termination and possible
referral for prosecution consistent with applicable federal, state, and
local law.

The lllinois Drug Free Work-Pplace Act requires that as a condition
of employment with the Library all employees will abide by the
terms of the Ppolicy and notify the Executive Director of any
criminal drug statute conviction for a violation occurring in the
workplace no later than five {5)-days after such a conviction.

The Library may require an employee who violates these provisions
to participate satisfactorily in a drug abuse assistance or
rehabilitation program. Information on such programs will be
provided by Library Aadministration. A request to participate in such
a program does not excuse the employee from possible further
disciplinary action.
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5. The Library will make available to employees, as appropriate,
educational material and programs on the dangers of substance
abuse in the workplace. In addition, the Library will provide training
to assist in identifying and addressing substance abuse by
employees.

6. The Library will take adequate measures to inform employees of
‘ this Ppolicy, including a statement that employee compliance with
this Ppolicy is mandatory. (Adopted 11-13-96; Last Revised 3-14-
18, Effective 4-1-18)

| 9—24 Job Descriptions

Job descriptions for all staff positions are developed and maintained by the

| Library. Copies of all job descriptions are pested-on-the-lrtranetunderHuman
Reseurcesavailable for employees. Job descriptions are updated periodically
as needed and may change with or without advance notice. (Adopted 11-13-
96; Last Revised 2-10-16, Effective 3-1-16)

| 9—25 Performance Evaluations

Performance evaluations are an important communication tool between
employees and their supervisors. Employees including the Executive Director
will receive formal performance assessment (such as a performance
evaluation or performance plan) no less than annually. The supervisor will
review the written evaluation with each employee. Employees are
encouraged to openly discuss any questions or comments they may have
regarding the evaluation. The employee will be asked to sign the performance
evaluation and will be given a copy. (Adopted 11-13-96; Last Revised 3-14-
18, Effective 4-1-18)

| 9—26 Salary Reviews
The Executive Director establishes all staff salaries within the framework of
the salary schedule established annually by the Board. (Adopted 11-13-96;
Last Revised 3-14-18, Effective 4-1-18)

| 9—27 Payroll Procedures

Paychecks are issued semi-monthly-en-the-15th-and-the-last day-of-each
menth. If payday falls on a weekend or holiday, employees will be paid on the

last week-day before the weekend or holiday. (Adopted 11-13-96;
Reapproved 2-10-16)

| 9—28 Time and Attendance
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The Library uses computer software to automatically process and manage

time and attendance records. Every-employee-is-issued-a-swipe-card-with-a

personalized-badge-rumber—Employees are responsible for swipirg-clocking
in and swiping-clocking out for their scheduled shifts. Employees must not

swipe-clock in or swipeclock out for another employee.- Any employee who
violates this policy shall be subject to discipline, up to and including
termination.

At the end of every pay period, Mmanagers review, make corrections_to, and
approve the time and attendance records for each of their employees. Payroli

(Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—29 Illinois Municipal Retirement Fund

The Library and eligible Library employees patrticipate in the lllinois Municipal
Retirement Fund (IMRF) pursuant to Sstate laws. Both the Library and the
participating employees contribute to IMRF. IMRF provides disability and
retirement benefits to eligible employees. All aspects of participation in and
benefits provided by IMRF are determined by IMRF and not by the Library.
Employees with questions are directed to the IMRF website, www.imrf.org.
(Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—30 Payroll Deductions

The Library is required by law to comply with all statutory rules and
regulations with respect to payroll deductions. Generally, payroll deductions
consist of Ffederal and Sstate {income Ftaxes, Social Security Ftax (Federal
Insurance Contribution Act Fax-or FICA), wage garnishments, and other

applicable deductions required by the state and/or municipality. ir-these

Some employee benefits also result in payroll deductions. See the-Human
Resources for information concerning individual payroll deductions. (Adopted
11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—31 Health-Medical Insurance

Health-Medical insurance benefits are available for employees regularly
scheduled to work a minimum of 30 hours per week. This policy is subject to
the provisions of the Affordable Care Act. The Library eurrenthypays-85%will
pay a portion of individual coverage for health-medical insurance for
employees eligible under the terms of the Affordable Care Act, as determined
by the annual budget. The employee is responsible for the balance of the
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premium. #-an-eEmployees who elects to have dependent coverage,-he-or
she-is are responsible for 100% of the premium for the dependent coverage.
Domestic partners, as defined by the insurance carrier policy, are eligible to
apply for coverage as a dependent. The Library reserves the right to select
the insurance plan and benefits provided, to change them at any time, and to
change any required premium contribution. (Adopted 11-13-96; Last Revised
3-14-18, Effective 4-1-18)

| 9—32 Dental Insurance

Dental insurance benefits are available for employees reqularly scheduled to
work a minimum of 30 hours per week. Employees-eligible-to-enrolHn-the
Library's-health-insurance-must-enroll-in-the-Library's-dentalinsurance
program-if-they-elect-health-insurance-coverage—The Library may pay a

portion Empleyeespay-100%-of the premium,_as determined by the annual
budget. Han-eEmployees who elects to have dependent coverage,-he-or

sheare-is responsible for 100% of the premium for the dependent coverage.
(Adopted 11-13-96; Last Revised 2-10-16, Effective 3-1-16)

| 9—33 Vision Insurance

Vision insurance benefits are available for employees reqularly scheduled to

work a m|n|mum of 30 hours per week Empleyees—e%g@e—te—emeu—m—the

#—they—eleet—he&tth—msu%&nee—ee%#age—The L|brary may pav a portlon of the

premium, as determined by the annual budget. Employees-pay-100%-of-the
premivm—-an-eEmployees who elects to have dependent coverage;he-or

she-isare responsible for 100% of the premium for the dependent coverage.
(Adopted 2-10-16, Effective 3-1-16)

| 9—34 Life Insurance

Life insurance benefits are available for employees reqularly scheduled to

work a minimum of 30 hours per week. Empleyees-eligible-to-enrol-n-the

Llormete monlb e Lo b el e Lo L o

Library's life insurance program if they elect health insurance coverage. The

Library may pay a portion of the premium, as determined by the annual
budget.The Library currently pays 85% of individual coverage for life

insurance-for-eligible-employees: Life insurance is not available for
dependents. (Adopted 3-11-09, Last Revised 3-14-18, Effective 4-1-18)

| 9—35 Additional Life Insurance

IMRF-enrolled employees may obtain additional life insurance through a
voluntary life insurance plan. Employees are responsible for 100% of the
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premium through payroll deductions. (Adopted 11-13-96; Last Revised 3-14-
18, Effective 4-1-18)

| 9—36 Employee Assistance Program

The Library offers an employee assistance program to all employees and
their families. All contact is confidential. For further information contact
Human Resources or call the Employee Assistance Program directly using
the number provided to all employees. (Adopted 1-12-00; Last Revised 2-10-
16, Effective 3-1-16)

| 9—37 Safety

Establishment and maintenance of a safe work environment are shared
responsibilities of the Library and its employees. -The Library will do
everything within its control to assure a safe environment and compliance
with federal, state, and local safety regulations. -Employees are expected to
obey safety rules and to exercise caution in all their work activities.

Employees have an absolute obligation to report or correct unsafe conditions
as promptly as possible. -The Library will not take reprisals against an
employees who comes forth with a safety recommendation or refuses to
operate any equipment in an area sthethey reasonably feels is unsafe.

All accidents, especially those that result in injury, must be reported
immediately to the nearest available supervisor, regardless of how
insignificant they may appear. -Such reports are necessary to comply with
federal and state laws and to initiate insurance and worker’'s compensation
procedures.- Failure to immediately report an accident may result in
discipline, up to and including termination.

All employees are covered by worker's compensation insurance for injuries
sustained in the performance of their duties. Employees are required to
maintain regular communication with Human Resources regarding their return
-to--work date and potential work limitations or restrictions. (Adopted 11-13-
96; Last Revised 3-14-18, Effective 4-1-18)

| 9—38 Holidays and Other Scheduled Closings

The following days are designated as official holidays when the Library will be
closed:

New Year’s Day
Memorial Day
July 4th

Labor Day
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Thanksgiving Day
Christmas Eve

Christmas Day

New Year’'s Eve (half day)

| The Library also will be closed on Easter Sunday, on the Sunday before
Memorial Day, and on the Sunday before Labor Day. Those employees with
benefits regularly scheduled to work every Sunday will receive a paid holiday
for these days.

Should a holiday fall on a benefited employee's day off, the employee may
request an alternate day with pay within 30 days of the holiday or at the
discretion of the employee’s immediate supervisor. The employee will be paid

| his or her pro-ratedprorated time for the holiday. (Adopted 11-13-96;
Reapproved 2-10-16)

| 9—39 Personal Days

All full-time employees are entitled to a paid day off for their birthday. Part-
time non-benefited employees are entitled to 4four hours off for their birthday.
Part-time-_benefited employees will receive their pre-ratedprorated holiday
pay. The birthday holiday selected must be approved by the employee’s
immediate supervisor. One birthday holiday may be taken per calendar year.

| Employees are eligible for the birthday holiday after completing 3-three
months of employment.

| Employees with benefits will be granted up to 2two personal days with pay
per calendar year. Following one calendar year of employment, employees
are eligible to take both days starting January 1% of each year. During their
first calendar year of employment, Sstaff members hired from January 1% to
March 31% earn two2 days; Sstaff members hired from April 1% to September
30" earn onet day; and Sstaff members hired from October 1% to December
31° earn no days. Employees changing from a non-benefited position to a
benefited position will follow the same guidelines starting on their effective
date during their first calendar year of benefited employment.

Employees can take their personal days as soon as they are earned.
Personal days do not accumulate from calendar year to year and are not
converted into pay at termination of employment. (Adopted 11-13-96; Last
Revised 3-14-18, Effective 4-1-18)

| 9—40 Sick Leave
Sick leave with full pay will be granted to employees who are designated

benefited employees. Sick leave is granted at the rate of one day per month
| of full-time service up to a maximum of 240 days. It is pre-ratedprorated for
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part-time benefited employees. Unused sick leave is not converted into pay at
termination of employment. Upon retirement, accumulated sick leave may
qualify for additional IMRF pension credit.

Employees are eligible for sick leave after completing 30 days of employment.
| Sick leave is earned during this 30--day period.

| Sick leave may be taken in no less than 1-one-hour increments and 4-half-
hour increments thereafter, for medical reasons including the care of the ill.
Human Resources may request a medical doctor's statement certifying that
an illness or injury is the reason for the absence or to authorize a return to
work.

No sick leave is earned by an employee for any calendar month in which an
employee is on an unpaid leave of absence. Benefited employees will not be
granted time off without pay unless under an approved medical leave (see 9-

| 5649.4 and 9-5049.56). (Adopted 11-13-96; Last Revised 2-10-16, Effective
3-1-16)

| 9—41 Vacation

Full-Time Employees

Full-time Llibrarians, Mmanagers, assistant managers, the Assistant
Directors, and the Executive Director receive four weeks annual paid
vacation.

All other full-time staff receive two weeks annual paid vacation. After five

} years of benefited employment these staff members receive 3three weeks
and after ten-10 years of benefited employment they receive 4four weeks.
Vacation benefits are accrued monthly.

Part-Time Benefited Employees

These employees earn vacation benefits pre-ratedprorated according to the
number of hours scheduled to work each week. They receive the pro-
ratedprorated equivalent of two weeks annual paid vacation. After five years
of benefited employment they receive the pro-ratedprorated equivalent of
3three weeks and after ter-10 years of benefited employment they receive
the pro-ratedprorated equivalent of 4four weeks. Vacation benefits are
accrued monthly.

Employees can never carry more vacation time than they are entitled to
accrue in one year. Employees carrying the maximum vacation time will not
accrue additional vacation time.
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New staff hired with benefits must work three months before being eligible for
| pro-ratedprorated-vacation time. After the completion of three months,
vacation accrual is retroactive to hire date or benefit date. For employees
changing status from a non-benefited position to a benefited position, the
| three-three-month waiting period does not apply if they have been an
employee of the Library for more than three months.

Conditions for taking vacations:

1. Vacation time may be taken in no less than +-one-hour increments
and %4-half-hour increments thereafter.

| 2. Vacation may be taken any time, subject to the Ssupervisor’s pre-
approval.
3. No vacation accrual is earned by an employee when on an unpaid

leave of absence.

4. Unused vacation is paid out at the time of termination.

Any exceptions to this policy must be reguested-in-writing-in-advance-and-be
approved in advance by the Executive Director. (Adopted 11-13-96; Last

Revised 3-14-18, Effective 4-1-18)
| 9—42 Tuition Reimbursement

The Library offers a tuition reimbursement program to assist current
employees in obtaining education or training to increase their competence in
present jobs and to prepare for the possibility of advancement within the
Library. Tuition for courses directly related to the job or employment may be
reimbursed subject to the following provisions.

Employees may be eligible to participate in the program after completing one
year of employment. Applications for tuition reimbursement must be endorsed

| by the employee's Mmanager. An employee is expected to pay for the initial
course or class taken in any degree or certification program. Employees must
complete an application form, participate in an interview, provide verification
of successful completion of the first course or class (grade B or above), and
have the Executive Director’s approval for tuition reimbursement before
enrolling in the remaining classes for which they intend to request tuition
reimbursement. This application process may take place during enrollment in
the beginning course or after its completion. Approval is not finalized until
after verification of successful completion of the initial course.

The benefits of education are carried by individuals for the rest of their lives.
Tuition reimbursement should be a shared expense between the Library and
the employee. Employees who achieve a grade of B or higher (or Pass in the
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case of a Pass/Fail course) will be reimbursed 60% of tuition only. Fees,
books, and supplies are not included.

The amount of tuition reimbursement an employee may receive for any fiscal
year may be limited by budgetary constraints. An employee will be
reimbursed for no more than two courses or classes taken-during any one
fiscal year, whether reimbursement is provided in the same or following fiscal
year.

Employees eligible for reimbursement from any other source (e.g., a
government-sponsored program or a scholarship) may seek assistance under
the Library’s tuition reimbursement program, but they are reimbursed only for
the difference between the amount received from the other funding source
and the actual course cost. Total aid from the Library and other sources may
not exceed 100% of the allowable tuition.

Upon completion of courses or a certification program, there is no implied
promise or guarantee of position reclassification or adjustment to the
employee’s salary.
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netemployees must be on the Library's payroll on the date en-which-the
reimbursement check forreimbursementis to-be-approved by the Board of
Library Trustees.

‘ No-employees-will-To be eligible to receive tuition reimbursement, if-they-are

The Library may request that an employee enroll in a class or course for
purposes of training or continuing education. When the Library assigns an

‘ employee to a workshop, class, or course, the provisions of the Ftuition
Rreimbursement Ppolicy do not apply. The Library will pay fees for the class
or course. (Adopted 4-28-93; Last Revised 3-14-18, Effective 4-1-18)

| 9—43 Fines

Current employees may have overdue fines waived. (Adopted 11-13-96;
Reapproved 2-10-16)

| 9—44 Acceptance of Gifts

On occasion patrons or vendors may wish to express appreciation
for exceptional library service, recognition of a holiday, or an employee's
retirement. -Employees may accept gifts such as food or flowers from patrons
or vendors. -These gifts must be received only in compliance with the State's
Gift Ban Act (5 ILCS 430/10-15 through 10-40). -Employees may not accept
any gift in the form of a service, loan, tangible item (other than food or

| flowers), or tip from any iLibrary patron or vendor. (Approved 1-8-14, Effective
1-8-14; Reapproved 2-10-16)

| 9—45 Training

The Library will provide appropriate training for all employees. All employee
travel and training must be preapproved according to the guidelines set by the
Executive Director or designee. (Adopted 11-13-96; Last Revised 3-14-18,
Effective 4-1-18)

9-45.1 Professional Memberships

Professional librarians and management team members are eligible for
reimbursement for membership dues in professional organizations. American
Library Association (ALA) and lllinois Library Association (ILA) dues for basic
membership in those associations are paid in full by the Library. Other
association dues appropriate to the position may also be approved. In some
cases, a division of ALA may offer a conference discount to its members.
Employees approved to attend that conference may be reimbursed for
membership in that year, provided that the member conference rate plus
membership dues is less than the non-member conference rate.
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| 9—46 Use of Vehicles for Library Business

| 9—46.1 Use of Library District Vehicles for Library Business

All drivers of iLibrary vehicles must have and show proof of a valid, current,
and class--appropriate driver’s license. The Library will verify with the issuing
state that the employee has a clear, valid driver’s license upon hire and on an
annual basis thereafter. Drivers and passengers using library vehicles must
be on ILibrary business. The driver and passengers must observe all
applicable motor vehicle laws and regulations. The driver and passengers
must wear seat belts and use appropriate restraints. Using a phone while
driving a iLibrary vehicle is prohibited. Failure to comply with these
requirements may result in disciplinary action up to and including dismissal.
(Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)

| 9—46.2 Use of Private Vehicles for Library Business

When private vehicles are used for Library Bbusiness, drivers must have and
show proof of a valid, current, and class-appropriate driver’s license and
adequate insurance. Approval to attend meetings anéd/or conferences outside
the Library includes approval of use of a private vehicle for Library Bbusiness.
The Library will reimburse the operator of the vehicle at the prevailing rate per
mile set by the Internal Revenue Service. (Adopted 11-13-96; Last Revised 3-
14-18, Effective 4-1-18)

| 9—47 Expense Reimbursement

The Library will reimburse reasonable, documented travel expenses incurred
by staff members who are preapproved by the Executive Director or designee
to attend meetings, workshops, and/or conventions. The Library will
reimburse reasonable, documented travel expenses incurred by Trustees and
the Executive Director while on Library business. Reimbursement -of travel
expenses for employees and officials of this Library shall be in compliance
with the lllinois Public Act 99-0604, Local Government Travel Expense
Control Act, and pursuant to the requirements set forth herein.

The Library will pay its pro rata share for staff/trusteesTrustees attending
meetings in conjunction with staff/trusteesTrustees effrom other Llibraries.
Whenever possible, the Library will pay the registration fees and major
transportation expenses in advance. The lowest reasonable cost options
should be chosen whenever possible, in coordination with Administration.A#
transpoertation-will-be-by-coach:—aA traveler may upgrade at his-er-hertheir
own expense or with air miles. Air miles earned on flights belong to the
traveler.
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A report of any meeting attended will be submitted to the supervisor and the
Board if requested.

Travel Expenses

“Travel expenses” are those expenses “directly incident” to official travel by
employees or officials whieh-that involve reimbursement or direct payment to
private companies providing “transportation or related expenses.” These
expenses include ordinary and reasonable travel, meal, and lodging costs
incurred for the authorized and legitimate purposes of the Library.

Entertainment Expenses

No employee or official may receive payment for any entertainment expense,
unless such expense is directly related to the purpose of the program or
event. Entertainment expenses include, but are not limited to, shows,
amusements, theaters, circuses, sporting events, or any other activity of
public or private entertainment or amusement.

Expense Authorization

The Library Travel Reimbursement Request form provided by the Library
must be completed and authorization for travel expenses obtained prior to the
activity or travel, unless preapproval is not reasonably possible. The
information is to include the employee or official’s name, title/office, travel
dates, cost estimates for transportation, lodging, meal, and other necessary
costs or receipts for the cost of the travel, meals, or lodging if the expenses
have already been incurred. The employee or official should indicate whether
per diem or actual relmbursement aIIowances will be requested.-Fer

pessml& For ether—travel the Iowest reasonable cost optlon(s) should be
chosen whenever possible. FheStaff expenses allowable under this
Pelieypolicy must be approved by the Executive Director and can be
exceeded only due to an emergency or other extraordinary circumstance, as
determined by the Board of Library Trustees by roll call vote at an open
meeting of the Board. -In addition, expenses incurred by a member of the

Board require Board approval by a roll call vote at an open meeting of the

Board-s—ooipodcn oo Lo ppnn L e e o e S

Reimbursement

Payment or reimbursement for an authorized employee’s or official’s travel
expenses shall be as follows:
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1. For those activities which involve training or study as recommended or
directed by law or by an applicable agency or entity with oversight or
regulatory authority over the Library, or for activities which further the
knowledge or expertise of the employee or official, or involve the
sharing of such knowledge or expertise, or which involve professional
collaboration with others in the employee’s or official’'s professional
field.

2. The maximum allowable reimbursement for travel expenses shall be
the per diem expense or the actual, ordinary and reasonable expenses
incurred.

a. Per diem expenses are based on the U.S. General Services
Administration (GSA) per diem rates. Refer to the GSA website:
www.gsa.gov/perdiem for per diem rates according to the
geographic areas involved in travel. Because rates for specific
localities may change as often as every two months, please be
careful to ensure that the applied rate is appropriate to the actual
dates of travel.

b. For actual expenses, the original receipts or proofs of payment are
required.

| This Pelieypolicy shall be in addition to any current regulations, requirements,
or guidelines on expense reimbursement for employees or officials of the
Library. In the event of any inconsistency or conflict, the provisions of this

| Pelieypolicy shall control. (Adopted 11-13-96; Last Revised 3-14-18, Effective
4-1-18)

| 9—48 Studies and Projects

The Executive Director has the discretion to approve or disapprove all

| proposals for studies, projects, or internships involving the Library, its
material, personnel, and patrons. (Adopted 11-13-96; Last Revised 3-14-18,
Effective 4-1-18)

| 9—50-49 Leaves of Absence

| 9—5049.1 Jury Duty
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Employees will be excused from work for the purpose of fulfilling jury duty. All
employees will be compensated for the time they are normally scheduled to
work. Employees will not be required to work an evening shift on a day of
serving jury duty. (Adopted 11-13-96; Last Revised 2-10-16, Effective 3-1-16)

| 9—5049.2 Military Leave

Military leave will be provided in accordance with applicable law.
(Adopted 11-13-96; Reapproved 2-10-16)

| 9—5049.3 Bereavement

Employees may take up to three paid days per death in their immediate
family. This time is prorated for part-time employees. Immediate family for this
policy includes employee’s parents, spouse, child, brother, sister,
grandparent, grandchild, mother-/father--in-law, daughter-/son--in-law,
brother-/sister--in-law, grandparent-in-law, domestic partner, or member of the
household for whose care the employee is financially responsible.
Furthermore, an employee who has been employed by the Library for at least

| 12 months; and has worked at least 1,250 hours in the last 12 months may
take up to two weeks of unpaid time off for the death of the employee’s child.
Additional approved time may be taken from accrued sick leave and vacation.

| Exceptions may be approved by the Executive Director. (Adopted 11-13-96;
Last Revised 3-14-18, Effective 4-1-18)

| 9—5049.4 Family and Medical Leave

This policy is subject to the provisions of the Family and Medical Leave Act
(FMLA). Eligible employees may take up to a total of 12 work weeks of leave
during the designated 12-month period for any one or more of the following
reasons:

| 1. Fthe birth of the employee’s sen-ordaughterchild, and to care for the
newborn child;

| 2. the placement with the employee of a sen-erdaughterchild for adoption
or foster care, and to care for the newly placed child;

| 3. to care for the employee’s spouse, sen—daughterchild, or parent with a
serious health condition; and

4. because of a serious health condition that makes the employee unable
| to perform one or more of the essential functions of his-er-hertheir job.

5. because of any qualifying exigency arising out of the fact that the
| spouse, or a sen,-daughterchild, or parent of the employee is on active

Policy 9 — Page 27



duty (or has been notified of an impending call or order to active duty)
in the Armed Forces in support of a contingency operation.

An eligible employee is any employee who has been employed by the Library
for at least 12 months (need not be consecutive) and for at least 12501,250
hours of actual service during the 12-month period immediately preceding the
commencement of the leave.

The 12-month period in which the 32-12-work--week leave entitlement occurs
will be a rolling £2-12-month period measured backward from the date an
employee uses any FMLA leave. Thus, each time an employee takes FMLA
leave, the remaining leave entitlement would be any balance of the 12 work
weeks which-that has not been used during the immediately preceding 12-
months.

An eligible employee who is the spouse, sen-daughterchild, parent, or next of
kin of a covered service member will be entitled to a total of 26 work weeks of
leave during a single 12-month period to care for the service member,
provided such leave will erly-be available only during a single 12-month
period, during which the eligible employee will-enly be entitled to a combined
total of only 26 work weeks of leave, inclusive of any other entitled leave.

For the purpose of this policy, a “serious health condition” entitling an
employee to FMLA leave means an illness, injury, impairment, or physical or
mental condition that involves:

1. Inpatient care (i.e. an overnight stay) in a hospital, hospice, or
residential medical care facility, including any period of incapacity, or
any subsequent treatment in connection with such inpatient care; or

2. A serious health condition involving continuing treatment by a health
care provider.

The determination as to whether or not a condition is a “serious health
condition” as that term is defined in the Family and Medical Leave Act and the
federal regulations promulgated thereunder will be made by the Library on a
case-by-case basis.

Family or medical leave may be taken intermittently or on a reduced-leave
schedule when necessary. Employees needing intermittent leave or leave on
a reduced schedule should attempt to schedule the leave so as not to disrupt
the operations of the Library. Certification of the medical necessity of
intermittent leave or leave on a reduced-leave schedule may be required. Re-
certification may be required after a significant period of time or a change in
medical condition.
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In any instance where the necessity for leave arises from any qualifying
exigency due to a spouse, sen-daughterchild, or parent of the employee
being on active duty in the Armed Forces is foreseeable, whether because
the spouse, sen-daughterchild, or parent is on active duty, or because of
notification of an impending call or order to active duty in support of a
contingency operation, the employee will provide such notice to Library as is
reasonable and practicable.

Insurance coverage will be maintained for the duration of the 12 work weeks
of leave for those employees with current coverage under the Library’s plan.
The terms and conditions of insurance coverage, including any applicable
premium contributions by the employee, will remain the same during the
family or medical leave. Employees on leave must make timely payment of
any employee portion of the insurance premiums. If an employee’s premium
payment is more than 30 days late, coverage may be dropped 15 days after
written notice to the employee.

Employees must provide sufficient notice of the need for FMLA leave and
must explain the reasons for the needed leave. A request for family or
medical leave should be made 30 days in advance, when the need for the
leave is foreseeable. Such requests should be made to Human Resources.
When unforeseeable events occur that require family or medical leave,
employees must give notice to Human Resources as soon as practical, but
not later than 3three days after the employee learns of the need for leave.

Requests for family or medical leave or for extensions of such leave must be
substantiated by medical certification. A form will be provided to the
employee.

Employees are required to maintain regular communication with Human
Resources regarding their return—to--work date and potential work limitations
or restrictions.

When medical leave is granted due to an employee’s own serious health
condition, the employee must obtain and present, at the employee’s expense,
certification from the employee’s health care provider that the employee is
able to resume work at the time the employee seeks reinstatement. Second
and third opinions with respect to any medical certification may be sought by
the Library at its expense. The health care provider for any such second or
third opinions will be designated by the Library.

Eligible employees who have any accrued paid time--off benefits must
substitute all such available paid leave as part of the 12 work weeks for FMLA
leave. Upon exhaustion of all accrued paid time off benefits that is substituted
for FMLA leave, any remaining portion of FMLA leave will be unpaid.
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Employees will not accrue sick leave or vacation during the unpaid period of
the leave. Employees will begin accruing sick leave and vacation benefits
when they return from leave. Should a paid holiday fall during the paid period
of the leave, the employee will receive holiday pay. No holiday pay will be
given if on unpaid leave.

Employees taking family or medical leave will be restored to their previous
position or to an equivalent position in accordance with the Family and
Medical Leave Act, provided the employee would otherwise be employed at
the conclusion of the leave if the employee had not taken the leave.

Acceptance of employment elsewhere during the term of the leave will result
in termination. (Adopted 11-13-96; Last Revised 3-14-18, Effective 4-1-18)

9-49.5 Paid Parental Leave

Employees eligible for family medical leave (under FMLA) are eligible to apply
for up to six weeks of paid parental leave following the birth or adoption of a
child. This policy runs concurrent with FMLA.

Employees eligible for and who have applied for a qualifying FMLA leave due
to a birth or adoption of a child are eligible to request to use paid parental
leave. Eligible employees are reqular full-time and part-time employees.
Temporary employees are not eligible. All other requirements and provisions
under the FMLA will apply.

Eligible employees will receive a maximum of six weeks of paid parental
leave per birth or adoption (the child must be 17 or younger) of a child. The
adoption of a child by a new spouse is excluded from this policy. Multiple
births or adoptions, such as the birth of twins or adoption of siblings, does not
increase the six-week total amount of paid parental leave granted for that
occurrence. In addition, an employee will not receive more than six weeks of
paid parental leave in a rolling 12-month period, regardless of whether more
than one birth or adoption event occurs within that 12-month time frame.
When both parents are eligible employees, both parents may request to use
up to six weeks of paid parental leave.

Paid parental leave time runs concurrent with the approved FMLA leave
beqginning with the start of FMLA. Once paid parental leave time is exhausted,
employees will be required to use their accrued sick time and have the option
to use floating holidays and vacation time. In this way, any paid time and any
unpaid time will run concurrent with FMLA leave and be counted toward the
12-week allotment.

Employees must use paid parental leave within six months following the
beqginning of the approved FMLA leave coinciding with birth or adoption of a
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child. Any unused paid parental leave will be forfeited at the end of the six-
month time period.

Paid parental leave is compensated at the employee’s current hourly rate
based on the employee’s normally scheduled weekly work hours as defined
by their current job. Paid parental leave will be paid on reqularly scheduled
pay dates. All standard payroll taxes and standard deductions (such as IMRF
and insurance) will apply.

Upon separation of employment, the employee will not be paid for any
unused paid parental leave for which they were eligible.

The employee will provide Human Resources with notice of the request to
use paid parental leave at the time of the request for FMLA.

9—5049.56 Medical Leave for Non-Eligible FMLA Employees

The Library may grant employees not eligible for FMLA an unpaid medical
leave of absence when an employee is unable to perform the functions of his
oer-her-their position because of the employee’s health condition. The
maximum amount of time the Library may allow is typically 6six weeks in a
rolling 12-month period. An extension may be granted at the discretion of the
Executive Director. To be eligible for such a leave, an employee must have
been employed by the Library for at least 6six months. Eligibility is determined
as of the date the leave commences, not when the leave is requested.

The Library will require medical certification to support a claim for leave for an
employee’s health condition within Zseven days of a request for a leave. The
certification must include a statement that the employee is unable to perform
the functions of his or her position, the date on which the health care
condition began, and the probable duration of the absence. If the need for the
leave is foreseeable, such as a planned medical treatment, at least 30 days’
prior written notice must be given by the employee. If the need is unexpected,
employees are required to provide as much notice as possible.

This medical leave is generally unpaid leave. However, employees with
benefits must use any available sick, personal time, and vacation during this
period. During the paid portion of the leave, the employee with benefits will
continue to accrue benefits.

Upon the employee’s return to work following a leave, an employee must
provide a written statement from his-er-theirher physician certifying that the
employee is capable of performing his-er-hertheir duties. (Adopted 3-11-09;
Last Revised 3-14-18, Effective 4-1-18)
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| 9—5049.67 Victims’ Economic Security and Safety Leave

An employee who is a victim of domestic or sexual violence may take unpaid
leave from work for up to 12 work weeks per 12-month period according to
the provisions set forth in the Victims’ Economic Security and Safety Act
(VESSA). (Adopted 3-11-09; Reapproved 2-10-16)

| 9—51-50 Resignation

An resigning-employee who intends to resign is requested to give advance
notice in writing to his-er-hertheir Mmanager. Resignations should state the
reason and the effective date. The effective date should be the last day the
employee is scheduled to work. Managers and exempt employees are asked
to give a four-week notice of intent to resign. Non-exempt employees are
asked to give a two-week notice. Employees are required to be physically
present on their last scheduled day of employment. (Adopted 11-13-96;
Reapproved 2-10-16)

| 9—5251 Exit Interview

A resigning employee will have the opportunity to have an exit interview with
his-er-her-Supervisor,Manager-the Human Resources Manager, Assistant
Director, or the-Executive Director. (Adopted 11-13-96; Last Revised 3-14-18,
Effective 4-1-18)

| 9—5352 HIPAA Anti-Retaliation Policy

Title 1l of the Federal Health Insurance Portability and Accountability Act (42
USC 88 1320d to 1329d-8, and Section 264 of Public Law 104191)
(“HIPAA"), and its accompanying Privacy Regulations, 45 CFR Parts 160 and
164, require that “covered entities,” as defined by the HIPAA Privacy
Regulations, refrain from any retaliatory acts targeted toward those who file
complaints or otherwise report HIPAA violations or infractions. The purpose
of this policy is to clearly state the position of the Library on intimidation and
retaliation. This policy applies to all workforce, volunteers, management, and
officials of the Library.

Under no circumstances will the Library intimidate, threaten, coerce,
discriminate against, or take other retaliatory action against any individual for:

1. The exercise of rights guaranteed under HIPAA, including the filing of a
HIPAA complaint against the Library;

2. The filing of a HIPAA complaint with the Secretary of HHS;
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3. Testifying, assisting, or participating in a HIPAA investigation,
compliance review, proceeding, or hearing; or

4. Opposing any act or practice that is counter to the HIPAA regulations,
provided the individual has a good-faith belief that the practice
opposed is unlawful, and the manner of the opposition is reasonable
and does not involve a disclosure of protected health information in
violation of HIPAA.

No retaliatory action against an individual or group involved in filing HIPAA
complaints or otherwise reporting infractions will be tolerated.

Under no circumstances will the Library require any member(s) of its
workforce, volunteers, management, or officials to waive their rights under
HIPAA.

All allegations of HIPAA retaliation against individuals will be reviewed and
investigated by the Library in a timely manner. The Human Resources
Department shall promptly investigate all complaints and make all reasonable
efforts to resolve the matter informally. These efforts may include, but are not
limited to, convening conferences with the complainant and/or the accused to
discuss the complaint and the results of the investigation. If the complainant
or the accused is not satisfied with the disposition of the investigation, he-ef
shethey may submit in writing an appeal to the Executive Director or their
designee, who will review the investigation report and make a final decision.
At the Executive Director’s option, they or their designee may conduct further
investigation, if necessary. (Adopted 9-10-03; Last Revised 3-14-18,
Effective 4-1-18)

| 9—5453 Employee Enforcement of Privacy Policy

The Board of Library Trustees places the highest priority on the effective
implementation of the Privacy Policy by the Library staff. All employees are
expected to have a working understanding of the privacy policy in effect and
must adhere to the provisions of the Library’s Privacy Policy and procedures.

To assist in policy implementation, a designated Person {in Charge will be on
duty at the Main Library during all hours that Library facilities are open to the
public.

An employee may not disclose the personally identifiable information of a
user contained in library circulation or registration records except in
accordance with Privacy Policy and procedures.

The Person {in Charge may, however, disclose private information to proper
authorities contrary to the pPrivacy pPolicy only if the employee reasonably
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believes that an individual faces a real and imminent threat of bodily harm
that could be averted by the prompt disclosure of such information in
accordance with Policy 11-9. If an employee releases the information, he-er
shethey must report the matter to the Executive Director or designee as soon
as possible.

Employees who violate the Library’s Privacy Policy will be subject to
disciplinary action up to and including dismissal.

The employee’s obligation to protect the privacy of library users under federal

and state laws is perpetual and thus extends beyond the term of employment.
(Adopted 9-8-04; Last Revised 3-14-18, Effective 4-1-18)

Policy 9 Comprehensive Review: Adopted 11-13-96; Last Revised Mareh-14;
3-14-2018, Effective Apri-1,-204-1-18.
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